OnBase Unity Client Navigation & Personalization

Starting the OnBase Unity Client

1. First loginto VPN (Big-IP Edge Cllent) Launch the OnBase Unity Client from Start
8 5GP Edge Clent™ X Menu under Programs

f Connected houns ol
S B e

Connection —

®  osomen S

Dconnect ition ta close our commecion and disconmect o teehe @ Tip: Save to your Start Menu or add to
Changs server ShowGraph Viewoetas - Taskbar

Accessing OnBase Unity Client through RDS (for Mac and remote locations)

If using OnBase with a Mac or outside the Dartmouth Accessing RDS on a Mac

Secure network you will need to be setup with RDS Once RDS is install, OnBase can be accessed directly

(Remote Desktop Service) through the Microsoft Remote Desktop within the

> Dept Admin access for OnBase should be requested Applications, or the RDS application on the Application
through Oracle Processing Ribbon

» Email the Help Desk to be granted access to RDS ) x@ nT om pI wE &

» If you are off-campus and outside E
Dartmouth Secure, Log into VPN:
Big-IP Edge Client

Accessing RDS on a PC:
» Go to: https://rds.dartmouth.edu
» Enter Dartmouth credentials

Once the Microsoft Remote Desktop
opens, double-click on OnBase Unity
Client and the OnBase Unity Client will

e Kiewit/NetID launch.
e Password For Instruction on installing RDS on your
» Click on OnBase Unity Client Mac, see Connecting to Remote Desktop Services for Mac
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navigate the OnBase Unity Client
between functional areas, such as,
Custom Queries, Forms, and Workflow.

]

General

Document
Document Import en clasing the Workflow layout

Imaging Iy sebect first stem in the inbex.
Local Data [+ Automatically select furst related item
Printing [+ Enable inbex netification when viewing an auto-feed queue
Retrievel Date Options [/ Enable search from Kfe cycle tree
Revision Contral

General Options

Troublesheoting »

User Options

First time in OnBase
Unity Client users must make the following

[ Autormatically enable aute work in Exclusive View queues

Administration ¥ Se;“cetMm A ey i bl
change the first time they open Unity: Voo 7 Show " Astigned To" column for L8 queue
Change Password Layout Options

] Always display Workllow in & new window
1 Allow mihtiple instances of the Workflow layout
Help ’ Enabling this option will disabile the ablity to float panes in the Lyout

e Select the green File tab (upper left)
e Select User Options
e Select Workflow [contguresuto-dpiy queves |

NOTE Changes take effect after the chient has been restarted

@ [ @ 15 [

o Uncheck “Automatically select first item in e M
the inbox” swe ||

How important is this? If a Unity Client user does not uncheck
this box, they will lock a request in the Queue causing a delay in
processing. In fact, it is likely you will not be aware that the request has been locked!



Personal Page
Setting the Personal Page as the Home Page

The Personal Page is a view that allows you to save
and access frequently used Workflow Queues and
Custom Queries

To access your Personal Page, click on the
Home tab and
click on Personal Page

Set your Personal Page as your Home page by
clicking on the Home drop down and selecting
Make this layout my Home Page

Saving a Custom Query to the Personal Page

To save a frequently used query:

1. Enter the query criteria

2. Runthe query

3. Click the drop down on the query tab
4. Select Add to Personal Page

Saving a Workflow Queue to the Personal Page

To save a Workflow Queue, such as
Additional Information or Pending Approval:
1. Right-click on the Queue

2. Select Add to Personal Page

Saving a Combined Inbox to the Personal Page

To save the Combined Inbox for multiple Workflow

Queue, across multiple Life Cycles, such as all

“Pending Approval”:

1. Right-click on the Combined Inbox

2. Select Configure Combined Inbox

3. Select the queues you would like added to the
Combined Inbox and click “OK” when done

4. Right-click again on the Combined Inbox

5. Select Add to Personal Page
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0 Home
{3 Make this layout my Home Page
&) Reset Home Page

- AP Expense Report and related docs - Search Results: 1 Docum

AP Expense Report and related dogs, & %

| I?!j Open in New Window

-
%5 | Refresh
lcon Document Type .
].'.+ Add to Personal Page
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AP - Expense Itemization

'.) AP = , PR - .‘-. :

=5 AP- FCI S ' Refresh

e AP - FC I:‘.|.JJ | Add To Combined Inbox
§ AP-FC “:-I- Add To Personal Page

Life Cydles R || Inbox
o
|5E0rfh... | < Refresh

1 Combined Inbi{

~ | Refresh
@ ACCT - Correg E" TR "
o2 AP - Cash Adv| = PSR

[ AP-ExpenseR E:E Add to Tile Groups
Q(g AP - Large Ch Create List Report
e 23 |LE;J Configure Combined Inbox |

Combined Inbox Settings

Please select the queues to include in the combined inbox

4 [m] Dtg ACCT - Corrections & Journals
[[]F3 ACCT - Pending Submission
F9 ACCT - Pending Approval



Refresh
Add To Personal Page

Add to Tile Groups

Create List Report

Confi Combined inb
Workflow Queue Inbox and S seamaeEE f
Custom Query Display e N
'S Refresh Y/ Filter~ [, Route Item ~ [75] Tasks ~ L | Execut
e Inbox: Column Headers

. Resizing Columns I RequestID Date Submitted Payment Type
e Columns can be resized by hovering over between EE -7 @ MRCRI O/ PIIC
columns and dragging the mouse left or right 6017  3/5/2018 | Travel/Business
6009 3/5/2018 Invoice
e Column Display Order [E— E—
e Columns can be reorder by clicking and holding on column 1 | Payment Type, .. JoysiceRate -
header and dragging it to the desired location ="
¢ @ - Tx @
e Grouping o

%5, Refresh Y Filter~ [~

L=

Route item ~ [75] Tasks - LT Execute Script Task «

e Columns can be grouped to display
items in a pivot format by clicking and
holding the column header and
dragging it to the grey bar above
column headers to expose a group by

group by area Drag a field here to group by that field

le R  DateSubm  PaymentType  Invoice Date Invoicr =

area bar
e Toremove grouping, click and drag AP Payment Vendor Name - AP Payment Check Amount
the group by header and drag It lc  APPaymr AP Payment Check AP Payment Check Amount
go:;vn t1? zelovy t(:jhe headers in the A E- ® - =
ody of the window b Accruent Inc (1 item)

>  Applied Cabling Technologies LLC (1 item)

e Sorting
e Column data can be sorted by

L. Date Submit ~ P
clicking on the column header to sort

smallest to greatest and greatest to smallest x @ " X
e Filtering Vendor Name
e Below each column header is a textbox that that allows type and search or Bod| ,
use the drop down to further narrow column data.
e By clicking on the "Contains" black box, one can filter based on different Vendor Name S
functions. '
e By cc?ntlnumg to add additional filters to . Bol (Custom)
multiple Column headers, the user can Vendor Name Supplier Ny | Blanks)
further narrow the items displayed within £oo - ®
- (MonBlanks)
the Inbox | <Lessthan - L
| < Lessthan or equal to
> Greater than

Z Greater than or equal to

\Hi Does not contain
® Like (wildcards)
& Not like (wildcards)



Custom Queries

Use Custom Queries to find an eform:

> ‘Custom Queries’ is located under the
“Home” tab

> Click on ‘Finance General Request and Related
Documents’

> Enter your search criteria in the Query fields

» Click ‘Search’ to run your query.

Helpful Hints:
= Use the asterisks “*” as the wildcard (e.g.
Wallace*)

= Double-click on the Query field, to get duplicate
fields to search multiple criteria (i.e. range of
dates)

=  Formula operators are available at the end of
query fields to allow fine tuning the query
(>=12/1/2015 <= 1/1/2016)

= = Equal

. <> Does not contain

= > Greater than

= < Less than

= > Greater than or equal
. <= Less than or equal
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o\ AP Payment Request and Related Docs Search __I_)atef_ OPTIOT'!!':

From *|To .
O\ AP Payment Request Wire Transfer
FC Request ID
O, AP Paymeivfioguaste with Remittances .
Submitter
Wallace®

-. Corrections - Journal Transfers and related docs L
Submitter Net ID

_#4_ Finance Gen. ~! Requests and Related Documen
Finance Status

- Pending Additional Approval
!fa MYLS Requests and Related Docuiiants

Date Submitted

mnr2m7
"3 P-Card Requests and Related Documents 5
- " Date Submitted

[1273172017
Q\ P-Card Requests by vendor name and Amount

P-Card Requests by vendor name and receipt tot

Q\ Purchase Requests and Related Documents

Clear

e OnBase (OnBase-Test17) - O x
Home o
(am = (49 Envelopes = | 4
£y IE [Q, O\ _ = =" »
e (® Query History :
Home Personal Favorites Custom R itrieval File s Forms Import Templates Mailbox Workflow Batch
- Page - = Queries Cabinets E’ My Checkouts Processing
Favorites Documents Create Internal Mail  Workflow Imaging
Custom Queries .n. Finance General Req and Related Doct
Query
Use this query to find General Request submissions and related attachments. For
| Find x

fastest results use Request ID. When entering a partial search term use asterisks; i.e,

<@L

N » [7]




The Column Box Column Filters allow Click on the ¥ Document Viewer 3t

Use Filters to refine indicate additional for addition refining the bottom left of the screen to
your search formula function view documents
=]
File Home Document
l EI ] Envelopes ¢ [H m 5
b ) Query History s :
Home Perl 'nal Favorites Custom Retrieval Fl!e Forms Import Templates lailbox Workflow Batch
- Pa =. - Queries Cabinets E_ My Checkouts = q Processing
Fiites Documents Create Intei@l Mail  Workflow Imaging
Custom Queries 4. | nance General Requests and Related Documi ts - Search Results: 1 of 3 Document(s) Selected
Query _ Filter Find8ce General Requests and Related Documents w7 ¢
Finance General Request Typ: —
g::tlal Question/Other 2 lcon Document Type FC RO st ID Submitter Finance General Request Type -
@ ® ‘e ® - @ - @
Date Submitted IN - General Financial Document 013 Wallace, Lisa A
FIN - General Request E-Form 13 Wallace, Lisa A General Question/Other
S _y -| i CI
(Custom)

Finance Status J < Less than = 1 (Blanks)
:lezmi ; A De = Less than or equal to (NonBlanks)

> Greater than
FIN - z Grealer than or equal to
li" ers not contain
® Like (wildcards) .
& Not like (wildcards) Double Click Anw Tcp b percenhle
Bottom 10

€131 | Botiom 10 percentile Request 5895

" Above Average 1
allace, Lisa A Deg mission Date: 2/12/2018, Request Type: Gene...
__4 Below Average

| Top 10

== Match (regular expression)

=+ Does not match (regular expression)

42 Starts with In Process
&5 Does not start with

34 Ends with . Submitter Department Finance Center

24 Does not end with

Nin Wallace, Lisa A Admin/Prov Fin Ctr Admin/Prov Fin Ctr
M Notin 1

Renuest Tvne™



Unlock a Request
Locked a Request? It happens and it is usually unintentional.

e Ifarequestis locked, a message will appear stating that the record is locked and will )
Document is read-only and

provide the name of the individual that has the item locked cannot be modified.
. . . ) The document is read-only
e You may also notice in the upper-right hand corner of the request a lock and if you hover because t s being modified by
158 A, VWallace

If you have an item locked....

1. Select the File menu

2. Select Administration Z1] openinew Window Eﬂ Manage Locks

3. Select Manage Locks Troubleshooting  » Mansge Loc

4. A pop up window will appear . Manage obj
a) Select the request in the list to highlight the request cemn User Optons | documents
b) Select Remove Selected |§| Administration >

Change Password

5
® Help ,

User Date Locked Type Details

Lisa A, Wallace | 3/19/2018 9:23 AM Payment Request for Invoice from: System Generated Dept:, §

¥ Close Window | | A1 Re-launch Client

Exiting OnBase

To prevent exception errors and unintentionally locking items, we encourage you to always Exit OnBase, particularly if
you use a laptop and frequently move between one location and another. Depending on if you are using the Unity
Desktop client or RDS, you will have different methods of doing this.

Logging off at the System Tray:

1. Click the up arrow
2. Locate and right-click on the OnBase icon
3. Click on “Exit OnBase”

B &= Launch Unity Client
-)] Log Cut

|%  Exit OnBase |




